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Former Employee New Hire
Process




Pre-employment & New Hire Forms

List of Submissions
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Pre-employment & New Hire Forms

Basic Information
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Former Fingerprinting Process

Client phones or goes to office

* Fill out paper form
* Set appointment
)/ - Update paper calendar

Fingerprinting

* Client goes to fingerprint appointment

Results

* Response from Clearing House sent on paper
to SDCOE

* District contacts SDCOE for results
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Flngerprlnt Serv1ces
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Former Employee Contact
Information Process




Employee Contact Information
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Employee Calendar Process

Paper calendar Emopl
filled out by mployee

employee signs
P20y contract

Contract T 0

Created

Payroll

Assistant HR
Superintendent

; Reviews
signs
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Paper Employee Calendar
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Employee Contract Calendar
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Past: Employee Evaluation
System




Current: Employee Evaluation

System
Electronic C Onlli If:.)
Distribution omg etion
and Filing S Y.
upervisor

Review and ||
Evaluation %
Available for
All Parties
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Human Resources Files: Past
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HR Document Imaging




Document Imaging

Uses at SDCOE: Internal Business: PO’s and Invoices, JCCS Student
Records, HR (Employee records, Recruitment records, BTSA records)
and more.

REASONS TO USE DOCUMENT IMAGING .

*Enhance customer service by providing immediate access to
information

*Reduces staff time in handling documents

*Reduce costs associated with storage of paper documents

*Reduce risk by strengthening legal and regulatory compliance

*Eliminate expensive duplication and distribution of documents

*Provide for critical document recovery in the event of a disaster




Barcode Recognition

Documents can be scanned with barcode cover
sheets and binder cover sheets, which tells the
system where to place the scanned images. 1E:
Places the documents in the correct employees
electronic folder under the correct binder

category.
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Easy to use browser based system that works on Microsoft Windows

systems.
70,000 + SDCOE employee documents have been scanned and

stored in the system.
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Leave System

Paper Form Employee Fills

Out Form
Supervisor Hand Deliver to
Signature Payroll

Hand Deliver to
Supervisor

Employee to
Verify Leave
Report

Payroll
Generates
Monthly
Leave Report

11/22/09



Persoeal Necex
¥ dayy s

bncwe (Lammily
oo

SDCOE AB

MLLL

Ofer (explaen Below)

Porsonsl Bund

(2 &ayy maxy

» peor fincal yoar)

Vs - ¢ of oy

Bereaversent (Ke

Kegerod

stoehg)

150 Mien Ot of State Trawe

Ye No

moonsatany Time O
¥ of bowrs
CEapmphix | cave
Shortoterm Midaary Leave
dnch My Day (e

4
B e of ey s g o v
n il N g

S STATEMENT Y

[hmbot Saadervent

PUHYSKTIAN foay B

A hed

SIGNATURE OF PIOYSNCIAN

PRINT NAME
MON
,

N

Py

NCE REPORT FORNM

1. TYPE OF ABSENCE:

STRIAL ILLNESS OR DOLRY ARSINCE NTTMIRT rAY
Indarral Duvaabelty Leave Leave Wiehout Pay
# of howrs
e of lnpary
Termporan Leave
(M ader dirys or Jew
oY OUTY Long-Term Leawe
Surzmoms Attacbod (copy ) (31+ calende
Coent Contificamon Anached Feanon for leave rogaest
Nute Howry mod cortyed by i
oWt . BN ORI 1o empiiyw »
FAN A RED I'iogplua below)
RECOMMENDATION OF
SLPLRVISOR
Apyrun N Revomere aded
Approvad NOT Rex
CERTIFXCATEL
Rovess « 0 of howry
Eapioyee Sgratas \rc

— 5

o &t By Sacrotion of e XICTNY

Myscun, | oumed o
Paticzt Name

O A

Mfe Sl wnalyie 0 work
Date able 12 retam o work
il dnd raated defie Of red
ADDRIESS
DATE
pssion o pavroll )
Desers Vb Koot S Dpe Comty (e

11/22/09

ATSENCE MEXOO ocual 3 Neoabe
{ Hour > - s o Oast 4 diga N
" EMPLOYMENT STATLS

e

2 1o work

favvrnal Swvines (ndy
Revorded by

Dase

N

23



resent: Intranet
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Past: Pay Stub System
\
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Online Pay Stub System
*12 Hours Staff Time Saved Per Month in Sorting Time

*25-30 Staff Hours Saved in Distribution Per Month
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Past: Travel Requests/Claims
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Paper Travel Authorization

'S
Do O 100 Do o TP o W v Cwen
s B Sesaes B e et et T TRe T B b
ST anT L o )
5 Saaam e
. AR A B DO A
- S et
S A e (SN —— TRy v wren -

n-u.ma;nk".a_&a_l_&.:-ru L RS S e -
S e we vy e L - -
RO IO e W . e B

D O AT MO s WX SRR W lmn I- l - |\m~r-|a l

(= WE S W W | S, — e
e LT -
Bl T
-
-
— u
[— l' S m———— "
Pami L an o na Feme ~
. - e Sa— R '
R T —
L e - - — .
L . A e—
e .
| ] . T e
i et i e e o
roQ . .
-—— . R T - -
- RO
———A A —
- - — - pe———y
= Brwnn @ L o Ty -—— -
— - ... Lad
-
— — — — o Se Sn &~
——— T T T s pr— PR p—
“eswserraTmer 1 = xe.
e g

———— —
e b ——

11/22/09




Travel Requests/Claims
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Board Agenda: Past




Typical Agenda: 125 Pages
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SDCOE Future Projects




Automated Substitute Employee
Finder System

Automatic
Substitute

Calling ~ Automated

Recoding of
Employee
Absence &
Substitute

 Placement

Reduction of
Substitute
Paperwork and
Time Sheets

\
Centralized
Control Over
Approved
Substitutes
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Current Timesheets System

# of EE’s # of timesheets

& Audit

Substitutes Limited Term 195 241
TA’s Limited Term 299 356
Classified Limited Term 153 212

Monthly 17 18

Monthly OT 102 124
Certificated Limited Term 35 43

Monthly 10 12

811 1006

Time to Process 100 Hours

11/22/09

34



SDCOE Future...

» Develop and implement an
architectural framework and
systems approach to assess the
current environment, assess the
needs of the future, and close the
gap between the two.




Education Enterprise Architecture

p—

Education ’
Amhuocmn

Current Target
Environment are/Software Environment

/ Enterprise
/ Systems




HR/Payroll/Finance System
Improvements

» Online Access and Reporting

» Complete Integration Between All Systems
(HR/Payroll/Finance/SIS/etc.)

» Position Control
» Comprehensive Pre-Loaded Report Templates
» High Interactive Functionality

» High Level Analytics
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Questions




